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Assign a User Login to an Employee

HUMAN RESOURCES

ASSIGN A USER LOGIN TO AN EMPLOYEE

All employees should be loaded onto BPO, but only those using BPO will be

assigned a User ID, which is linked to their employee details.

It is important to ensure that all users are correctly linked to their employee

details.

Ribbon Access: Finance and HR > Employees

$ - BPO: Version 2.4.0.11 - Example Company. — (o l(x

& | cauoment/Locations Uomractl Finance /HR Ilnvenwrv Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utlities

1. The Employees listing screen will open.

SELECT EMPLOYEE

2. Select the row of the employee to whom you wish to assign a User ID.
3. Click on Edit.
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e Assign a User Login to an Employee

e = .’——.Emphveﬁ'mvmm.ﬂ—ﬁmmplemnmvm
= 7|m\ Equipment /Locations  Contract  Finance /HR  Invemtory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x
Oz = RS @
add | Edit Savelayout Workspaces | Reports Export | Refresh | Print
Format P View 4| Curr.. 4 Print . ad
EmployeeNumber & | FulName Emailaddress Manager Department | PhoneNumber MobileNumber Extension  Status
% | ol o o o o Wb ol ol Wb -
BALODL Steven Cooper Steven@TEST ALPHA v2.4.0.0DB.co.za  Belinda Sharman A
BEN Ben Johnson Ben@TEST ALPHA v2.4.0.0 DB.co.za Steven Cooper 031 123 4567 A
BLYDOL Arial Blythe Arial @TEST ALPHA v2.4.0.0 DB.co.za Bianca Du Toit Sales A
cos3 CO3 Administrator  CO3@TEST ALPHA v2.4.0.0 DB.co.za A
DANDOL Sabelo Danisa Sabelo@TEST ALPHA v2.4.0.0 DB.co.za A
jmvum David Rowe davidr @testemail.coza 01010101 03030303 01 A
DGO01 John Twain John@TEST ALPHA v2,4.0.0 DB.co.za Belinda Sharman A
DUTOD1 Bianca Du Toit kameshni.pillay @co3.co.za Belinda Sharman  Sales 0311234564 083 1234567 1234 A
DUTO02 Tammy Du Toit Tammy @TEST ALPHA v2.4.0.0 DB.co.za A
yroll Data DUTOD4 Test Employee Test@TEST ALPHA v2.4.0.0 DB.co.za A
DUTO05 Mary Saunders Mary@TEST ALPHA v2.4.0.0 DB.co.za A
DUTD10 Bianca Surendorff  Bianca@TEST ALPHA v2.4.0.0 DB.co.za 0311234564 083 1234567 1234 A
147282 Jade Rivers Jade @TEST ALPHA v2.4.0.0 DB.co.za A
ESB7654 Jeff Rivers Jeff@TEST ALPHA v2.4.0.0 DB.co.za A
EMP123 Carolina Suzzettal... Carolina Suzzeta@TEST ALPHA v2.4.0.0... Bianca Du Toit A
T HARDO1 Wesley Haynes Wesley@TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit A
10001 Sasha Jones Bianca Du Toit Sales A
J0HOD1 Michael-Stark Johns... Michael-Stark@TEST ALPHA v2.4.0.0 DB. .. Markus Arilius Ste... A
o1 Judah Mine judahm @test.co.za.za Belinda Sharman  Sales 9876543210 1122334455 7 A
KES0D1 Julanda Kessler Sales A
KHUOD1 Andie Khumalo Andile @TEST ALPHA v2.4.0.0DB.co.za  Bianca Du Toit Sales A
MILDOL Abigail Mine Abigall @TEST ALPHA v2.4.0.0 DB.co.za Sales A
smnn skt Bk T a0 A nne R L PEr—

SEARCH FOR USER ID

1. The Edit Employee screen will be displayed.
2. Click on the search button in the User ID field.
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Assign a User Login to an Employee

& - Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=JCalbx]
| & | rome | Eaupment/locations | Contract  Finence /MR Inventory  Mantenance /Projects  Manufectwing  Procurement  Sdkes  Service  Reporting  Utities - & x
=
O 8]
= |
Save Back | Savelayout Workspaces
Frocessing Format
Employee Humber Dayoo1 *  Physical Address | 1Royal House Dependants n
First Name  David & Royal Road
Second Hame  Christo,
ol Royal Town FirstNome  MiddieName | LastName | IDNumber | Sirthbal
Initials |0C Gty |Royal City e o0 o o =
Last Hame Rowe Province |Royal Provine g
D Humber 01020304 Postal Code |ryL01
Birth Date | 28/08/1970 - Country sA
Phone Number (W) owo10101 | . ¢
Extension(W) 51
Postal Address == iR
Phone Number (H) 02020202
Fax Humber
Mobile Number 93030303 ity StartDate ShiftName StartDay | Sta
§ = e = =
Email Address | davidr @testemal.coza Province
*
Passport Number 040400404 Postal Code
Marital Status  Married - Country
Manager ) 4 '
Department 2 Crafts &
User D .4—.
Bank Name - Branch Name CraftName CraftDesc | SiteDesaription | AccountCode | C
Account Hame Branch Code v | o0 b o0 o0 i
Account Number Account Type < » con Consuiting  Durban 1100 2
Default Account [ | #*
e v

SELECT USER ID

The Select the User screen will be displayed.
Select the row of the UserName that you would like to allocate to this
employee.
° In this example, DROO1 is selected.
Click on OK.

Note: A UserName / ID cannot be assigned to more than one employee. Ensure that a

unique User ID and Login has been set up in the Configurator before you attempt to link

an ID to an employee.
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pEESnEERs e Assign a User Login to an Employee

- Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=1Cadix]
| g || Home \ Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilties - & X
Save Back | Savelayout Workspaces
Processing 4 Format . £
Links n | Employee Number Dayoo1 * \ Physical Address 1 Royal House |DEpEndants
Enter text to search... P First Name | David * Royal Road |
Second Hame  Christopher o Select the User [=Jla ] x IImD
= = = Kithoa

Initials DC “ || rome |

Last Hame Rowe i'i i'i E
ID Number 01020304
ok Back

e — Save Layout
Birth Date  28/05/1970 - A .
Phone Number (W) 01010101 Process 4| Format "2

Extension(W) 51

0

Phone Number (H) 02020202

Userllame  + UserFulName Employeshame  EmployeeFirsthiame  Employeelastiame
Fax Number
7 @ o B B ofc
Mobile Number 03030303
Payrall Data CO3Admin CO3 Administrator David Rowe David Rowe
Email Address | davidr @testemail.coza CurtisP Curtis Peppher Kame Pilay Kame Pillay
Passport Number 040400404 DaleneP Dalene Pilay
Marital Status  Married DROD1 David Rowe
Manager ¥ EdwellM Edwell Msakwa
Department | 0| Fayel Faye Lagenhoven
T Al Garyg Gary Buchner Andile Khumalo Andile Khumalo
Custom Details UserID £
JamesM James Magombo
Bank Hame = Jennifer Jenrifer Watkins Sabelo Danisa Sabelo Danisa
Account Name JohanV Johan van der Linde
Lo Account Number ‘ '
Default Account [] #®

SAVE USER ID/LOGIN DETAILS

1. The new user ID / Login is now assigned and displayed in the User ID
field.
2. Click on Save to keep the User ID detail.
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TECHMNOLOGSTES

Assign a User Login to an Employee

Custom Details

Bank Name

Account Name
Account Number
Default Account

[}

Branch Name

Branch Code
Account Type

Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 (=B ][ x]

€| Home | Equipment/locations Contract Finance {HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporth - & x

-

&

Save Back Save Layout Warkspaces

-

Processing 4 mat g &
Links » | Employee Number payooi #  Physical Address | 1 Royal House Dependants 1
Enter text to search... £ First Name Dpavid ¥ Royal Road

Second Name  Christopher
eh Reyal Toan Firstame MiddleName  LastName  IDNumb:
- # -
Initials DC City | Royal City e ol ol 0
Last Name Rowe *® Province  Royal Province P
ID Number 01020304 Postal Code RyLO1
Birth Date 28/06/1370 Country sa
Phone Number (W} 01010101 4 »
Extension{W) ‘o1 Postal Address Shifts 2
Phone Number (H) 02020202
Fax Number
Fubat Arihe StartDate ShiftName St
obile Number 03030303 ]
City v| = o =
Email Address  davidr@testemail.coza Province o
Passport Number 040400404 Postal Code
Marital Status  Married Country
- 1l v
Manager
Department | 9| Crafts b

CraftName | CraftDesc

v | @ 3
» CON Consulting
#*

SiteDescription A
WBc "
Durban 1

* A message box will pop up advising the following:

* Employee: [] has been saved.
e Click on OK
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pEESnEERs e Assign a User Login to an Employee

$ - Edit Employee - BPO: Version 2.5.0.0 - Example Company v2.5.0.0 [=Jlajlx]

| g |HumE| Equipment /Locations ~ Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporth - &7 X

0
Save Back Save Layout Warkspaces
-

Processing 4 Format a ad
Links » | Employee Number payooi #  Physical Address | 1 Royal House Dependants 1
Enter text to search... £ First Name Dpavid ¥ Royal Road

Second Name  Christopher
ph Royal Town Firstame MiddleName  LastName  IDNumb:
- N o
Initials DC City  Royal City v e o0 oo 0
Last Name Rowe *® Province  Royal Province P
ID Number 01020304 Postal Code pnyLo1
Birth Date 28/06/1370 - Country sa
Phone Number (W) owi0101 | b s E
Extension(W) o1 Postal Address Shifts 3
Phone Number (H) 02020202 ”
Fax Number
StartDate ShiftName St
Mobile Number 03030303
Employee : DAVDO1 has been saved 1= "B =
Email Address  davidr @testemail.coza o
Passport Number 040200404 ]
Marital Status  Married -
- 1l v
Manager y:l
Department 5 Crafts a
Custom Details UserID DavidR &
— CraftMame  CraftDesc SiteDescription &
Bank Name - Branch Name
—_—— v | @ o oA f
Account Name Branch Code
— —_—  |» CON Consulting Durban 1
Account Number Account Type -
#*
Default Account [
‘e »

* You will return to the Employees listing screen.

MNU.021.009
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